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Pre-K Basics
Teacher Requirements

Credential Requirements
Creditable Years of Experience (CYE)
Salary Requirements

Pre-K Funding
Pre-K Rate/Per Child Estimate Chart
Payment Calculation
Pre-K Payment Advice

Expenditure Basics & Record Keeping
Student Enrollment & Documentation
Staffing Requirements
Program Support & Monitoring
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Pre-K Providers’ Operating Guidelines

This document outlines the requirements and regulations 
for operating a Georgia’s Pre-K Program.  To ensure 
program compliance and quality service, all Pre-K 
providers must be familiar with and implement these 
guidelines.  This document is intended to provide clarity 
and to offer guidance to current and new Pre-K 
providers.

http://www.decal.ga.gov/
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Where can I find the guidelines?
www.decal.ga.gov

http://www.decal.ga.gov/
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Professional Development free of charge

Providers should not: 
Register a teacher for training not intended for the 
teacher

Register a teacher for more than one training

Register a teacher for training previously attended. 

Review the training history page in the GaPDS
for your teachers to determine what DECAL 
training they have taken in the past.

http://www.decal.ga.gov/
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No shows, repeat training or incorrect training 
for teaching staff will result in a $50 charge 
(15.7).

Use Pre-K funds to cover training expenses such 
as lodging & meals for overnight, parking, etc. 
(15.9).

Late Arrival Policy

24 hour cancellation policy

http://www.decal.ga.gov/
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Approved Credentials (12.3 and 13.3)
Lead Teacher 

Early Childhood Education or ECE Related Bachelor’s Degree  
OR 
Bachelor’s Degree not related to ECE and (TCC, TCD, 
Associate) OR
Certified (T4) or Certified Masters (T5) by Georgia 
Professional Standards Commission (GaPSC)

Assistant Teacher 
Valid Paraprofessional Certificate OR
Valid Child Development Associate (CDA) Credential or 
Technical Certificate of Credit (TCC) or Technical College 
Diploma (TCD)
Refer to Guidelines for complete list of accepted credentials.

http://www.decal.ga.gov/
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The Georgia Professional Standards Commission 
(GaPSC) reviews transcripts and credentials for 
the GaPDS to verify an individual teacher’s 
credentials and degrees (15.1).

Until a teacher is enrolled in the GaPDS, the 
eligibility to serve in the lead or assistant 
teacher role has not been established. 

http://www.decal.ga.gov/
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Qualifies for GA Pre-K 
Lead

http://www.decal.ga.gov/
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Assistant Teacher Salaries (13.4)

Lead Teacher Salary Components (12.7)

90% Base Salary Requirement

100% Insufficient Rate

100% Supplemental Compensation

http://www.decal.ga.gov/
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CYE is defined in section 12.8.
Develop a written process/policy for verifying CYE.
Appropriate verification documentation:

Teacher contracts
PANDA roster information
Letters from human resources or former employers

The following documentation should not be used:
Employment applications/resumes
Teaching certificates
Training certificates
Data from the GaPDS
Data from the Teacher Retirement System

http://www.decal.ga.gov/
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Providers must verify a teacher’s CYE.

Count all prior years the teacher taught as a lead teacher in 
Georgia’s Pre-K and/or all the years taught as a certified teacher 
in a K-12 public school.

The 2019-2020 school year should not be included in CYE.

Prior to the start of the 2020-2021 school year, PANDA will add 1 
year of experience for teachers that taught in 2019-2020.

DECAL will conduct audits to verify program reported CYE and 
may request verification documentation used by the program. 

If verification documentation is not available to support the 
reported CYE, Pre-K funding will be impacted. 

http://www.decal.ga.gov/


Bright from the Start: Georgia Department of Early Care and Learning
www.decal.ga.gov 24

http://www.decal.ga.gov/


Bright from the Start: Georgia Department of Early Care and Learning
www.decal.ga.gov 25

http://www.decal.ga.gov/


Bright from the Start: Georgia Department of Early Care and Learning
www.decal.ga.gov 26

http://www.decal.ga.gov/


Bright from the Start: Georgia Department of Early Care and Learning
www.decal.ga.gov 27

http://www.decal.ga.gov/


Bright from the Start: Georgia Department of Early Care and Learning
www.decal.ga.gov 28

http://www.decal.ga.gov/


Bright from the Start: Georgia Department of Early Care and Learning
www.decal.ga.gov

http://www.decal.ga.gov/


Bright from the Start: Georgia Department of Early Care and Learning
www.decal.ga.gov 30

http://www.decal.ga.gov/


Bright from the Start: Georgia Department of Early Care and Learning
www.decal.ga.gov 31

Your Pre-K grant funding is based on several 
cost drivers including:

Program type:  public or private

Service Area:  metro or non-metro 

Lead teacher credential:  bachelor or certified

Student enrollment

http://www.decal.ga.gov/
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Metro Areas =  Camden, Cherokee, Clayton, Cobb, DeKalb, Douglas, Fayette, Forsyth, Fulton, Gwinnett, Hall, Henry,  Paulding, and Rockdale Counties

Non-Metro Areas = All other counties not listed as Metro or are located out of state.

Public Schools = All County, City, or Charter Schools
Private = All others programs that are not Public County, City, or Charter Schools.

http://www.decal.ga.gov/
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The Rate Chart itemizes the core costs of the 
program (salary and operating) by the budget cost 
drivers (program type and service area, lead 
teacher credential level).

Reimbursement is impacted by additional factors 
NOT represented on the Rate Chart:

Transportation services provided for Category 1 
students
Start up funds for newly funded classes
Supplemental Compensation for Lead Teachers 

http://www.decal.ga.gov/
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The Rate Chart represents a ‘per class’ 
reimbursement. It does not give an exact 
reimbursement amount.

The Rate Chart only estimates a ‘per class’ 
budget. The actual class reimbursement amount 
may vary based on program data including:

Changes in class size

Changes in lead teacher credential

# of days offering service

http://www.decal.ga.gov/
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Ten (10) Payments Level of Teacher
Credentials and

Number of Children

Ten (10) Months

Payment Processed

on or Before

Based On For the Month of

August 12, 2019 Grant Agreement August

September 12, 2019 Grant Agreement September

October 14, 2019 Roster 1 October

November 12, 2019 Roster 1 November

December 12, 2019 Roster 2 December

January 13, 2020 Roster 2 January

February 12, 2020 Roster 3 February

March 12, 2020 Roster 3 March

April 13, 2020 Roster 4 (Final) April

May 12, 2020 Roster 4 (Final) May

http://www.decal.ga.gov/


Bright from the Start: Georgia Department of Early Care and Learning
www.decal.ga.gov 38

A provider that meets all of the following is eligible 
for payment: 

Has an executed Pre-K Grant Agreement

Successfully submitted class roster information as 
required for the payment calculation 

Not placed on “payment hold” for program 
administration reasons

Change of ownership

Pending receipt of requested documentation

Pending receipt of reconciliation report

Pending receipt of Child Care License Fee.

http://www.decal.ga.gov/
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Payment calculations for operating costs are based on 
student enrollment and the lead teacher credential.
Payments for teacher salaries are based on the salary 
rates reflected in the Guidelines.
Calculations for lead teacher supplemental pay are based 
on the teacher’s verified creditable years of experience. 
August and September payments are based on the 
executed grant agreement. 
October – May payments are roster based 

Number of students enrolled
Lead teacher credential verified in the Georgia Professional 
Development System (GaPDS)

http://www.decal.ga.gov/
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Deposited in the Pre-K provider’s bank account 
via an Electronic Funds Transfer (EFT) process.

Takes 3 to 7 business days to post to your 
account.

Providers should review their monthly 
payments and payment advice each month. 

http://www.decal.ga.gov/
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Pre-K Payment Advice

EFT Payment Advice

Pay Cycle: September

Pay Run #: 5

Payment Processed Date: 9/5/2019

http://www.decal.ga.gov/
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Pre-K Payment Advice

EFT Payment Advice

Pay Cycle: September

Pay Run #: 5

Payment Processed Date: 9/5/2019

http://www.decal.ga.gov/
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Roster Roster Open for Data Entry Count Day Due to Bright from the

Start

1st August 1, 2019 September 6, 2019 September 13, 2019

2nd October 4, 2019 November 1, 2019 November 8, 2019

3rd December 6, 2019 January 10, 2020 January 17, 2020

4th February 7, 2020 March 13, 2020 March 20, 2020

http://www.decal.ga.gov/
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Critical to the payment calculation

Operating costs based on student enrollment

Lead and assistant teacher salary based on salary 
rates

Lead teacher supplemental pay based on verified 
Creditable Years of Experience (CYE)

Subject to audit and must be substantiated by 
documentation (credential/CYE documentation, 
student enrollment and attendance records)

http://www.decal.ga.gov/
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Submit reports and information by the due date.

Roster data is critical and must be accurate.

Report accurate information to avoid fees for 
inaccurate roster reporting (18.7).

Inaccurate reporting may delay Pre-K payments.

Inaccurate reporting may impact a program’s 
good standing status.

http://www.decal.ga.gov/
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Meet salary requirements for lead and assistant teachers
Spend a minimum of $1,000 per classroom for equipment, 
materials and supplies (17.1).
Use no more than six percent of the budget for administrative 
expenses (17.1)

Director’s Salary
Office Supplies
Bookkeeping/Clerical
Royalties

Request permission to purchase  playground and technology 
items that are not on the Pre-K Basic Equipment, Materials, 
and Supplies Inventory List (17.3 and 17.4).
Expenditure Waivers (17.5)

http://www.decal.ga.gov/
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Retain the following for three years to support 
figures reported on the annual reconciliation 
report:

Canceled check copies (front and back)

Bank statements

Paid invoices

Federal and state payroll records 

Timesheets

See 17.7 for complete list of documentation that must 
be retained

http://www.decal.ga.gov/


Bright from the Start: Georgia Department of Early Care and Learning
www.decal.ga.gov

http://www.decal.ga.gov/


Bright from the Start: Georgia Department of Early Care and Learning
www.decal.ga.gov 52

Providers will submit a reconciliation report 
after the program year has ended.

Audits/Agreed Upon Procedures (AUP) Review.

Reconciliation Report Training will be provided

Finance Basics Training will be provided.

Documentation is Key

Refer to Section 20.0 in the guidelines

http://www.decal.ga.gov/
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Students must be four years of age on 
September 1.

Age documentation is required on the first day 
of Pre-K (2.1).

Acceptable age documentation is listed in the 
Guidelines.

Form 3231 and Form 3300 are not acceptable.

Payments will be reduced for children without age 
documentation on file.

http://www.decal.ga.gov/
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Parent Acknowledgement Form/Appendix A 

Five years of age

Withdraw after 30 days of enrollment

Requests to Repeat Pre-K (2.6)

For children that attended more than 30 days, 
requests to repeat Pre-K are reviewed on a case-by-
case basis.

Requests and supporting documentation are due 
by April 10, 2020.

http://www.decal.ga.gov/
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Students must be a Georgia resident.

Residency documentation is required on the 
first day of Pre-K (2.2)

Acceptable residency documentation is listed in the 
Guidelines.

If a family is living with someone else, a notarized 
affidavit from the property owner plus a copy of 
the property owner’s proof of residency is required.

http://www.decal.ga.gov/


Bright from the Start: Georgia Department of Early Care and Learning
www.decal.ga.gov 58

Certificate of Vision, Hearing Dental and 
Nutrition Screening, Form 3300 (3.13)

Form required within 90 calendar days of starting 
Pre-K.

Screenings conducted within 12 months prior to 
the start of Pre-K.

Follow up required for Needs Further Evaluation.

Maintain follow-up documentation on site.

Contract Pre-K Consultant for guidance.

http://www.decal.ga.gov/
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Certificate of Immunization Form 3231 (3.14)
Required within 30 calendar days of starting Pre-K.

Georgia law allows for two types of exemptions:
Medical Exemption

Must be marked on Form 3231

Letter from a medical professional will not be 
accepted

Valid for one year

Religious Exemption

Must be documented & notarized on DPH Form 2208

Does not expire.

http://www.decal.ga.gov/
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Category One Documentation (2.4)

Required for students reported as Category One

Social Security Number or Student Social 
Security Number Information Form/Appendix B 
(3.8)

Roster Information Form/Appendix D (3.10)

http://www.decal.ga.gov/
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Develop a written enrollment policy (3.1).

Providers may not require conditions for 
enrollment (3.1).

http://www.decal.ga.gov/
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Fees cannot be charged for Pre-K services (8.1).

Monetary donations for field trips are permitted 
and may not exceed $25 per child per year (8.3).

Provide a written policy to families for fees for 
non-Pre-K program days, transportation 
(optional), and/or food services for Category 
Two children (8.4).

Meal Fees and School Uniforms (8.7 and 8.8)

http://www.decal.ga.gov/
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Procedures for Student Attendance (3.11)

Maintain student attendance records on site.

Teachers should note the times when a child arrives 
late or leaves early.

Develop a written plan for addressing attendance 
concerns.

http://www.decal.ga.gov/


Bright from the Start: Georgia Department of Early Care and Learning
www.decal.ga.gov 68

❑Three unexcused absences/tardies = phone call

❑Six = letter to parent

❑Eight or nine = parent conference 

❑Ten = referral to the Pre-K Consultant

http://www.decal.ga.gov/
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Children who do not attend for 10 consecutive days 
without a reasonable explanation must be removed 
from the roster.

End date is the last day the child attended.

Chronic attendance - late arrival/early departure 
more than once per week; missing more than two 
days per month; or an established regular 
attendance pattern.

Documentation showing efforts to assist parents in 
addressing attendance issues is required.

http://www.decal.ga.gov/
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Programs should contact their Pre-K Consultant 
to discuss procedures and documentation 
required for submitting a request for 
disenrollment(6.8).

http://www.decal.ga.gov/
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Dual enrollment in a public school system 
preschool special education class and Georgia’s 
Pre-K Program is permitted (6.1).

Contact your Pre-K Consultant for support and 
guidance in addressing children with 
developmental concerns and behavioral 
concerns (6.2 & 6.3).

Immediate vs. Extended Suspension (6.5 & 6.6)

Modified Day (6.7)

http://www.decal.ga.gov/
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Retain the following records for a minimum of 
three years:

Child Registration & Student Roster Information 
forms

Attendance records

Age & residency documentation

Assessment information

See 4.10 for complete list of documentation that 
must be retained

http://www.decal.ga.gov/
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Two adults are required during the 6.5 hours Pre-K 
day (5.2).
The remaining working hours of the lead and 
assistant teacher day must be used for Pre-K 
Program Activities.
Substitutes should staff the class when teachers are 
absent (5.6).
A long-term substitute is required when a 
lead/assistant teacher will be away more than 
three weeks and is returning to the classroom 
Appendix M (14.3).

http://www.decal.ga.gov/
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Use when a teacher is out of the classroom for a 
few hours up to three weeks due to illness, 
personal leave, or professional development 
training. 

No prior approval from Bright from the Start is 
needed for a short-term substitute. 

If a lead or assistant teacher will be out for more 
than three continuous weeks but is returning to 
his/her position, then a long-term substitute must 
be used.

http://www.decal.ga.gov/
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Use when a teacher is out for longer than three 
weeks. 
Submit a Long-Term Substitute Request Form 
(Appendix M) to your Pre-K Consultant for 
approval. 
Requests will only be approved for extended 
medical leave, maternity/paternity leave, military 
reserves, or a student teaching program.
Make an attempt to hire long-term substitutes with 
a credential equivalent to the credential of the 
original lead teacher.

http://www.decal.ga.gov/
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If a lead teacher or assistant teacher does not 
return at the beginning of the school year, resigns 
during the school year, or has been terminated 
from his/her position, the program is responsible 
for staffing the class with a teacher until a 
replacement has been hired.  The replacement is 
not considered a substitute in that the original 
teacher is not returning.  

http://www.decal.ga.gov/


Bright from the Start: Georgia Department of Early Care and Learning
www.decal.ga.gov 80

Project/Site Director may not serve as a lead or 
assistant teacher (5.1).

Site director should be on site during the 
instructional day.

Inappropriate use of teachers (5.8)
Supervising children not enrolled in Pre-K

Driving the van

Managing the office

Serving as cook or receptionist

Etc.

http://www.decal.ga.gov/
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Pre-K Consultant 

Completes on-site evaluations (announced and 
unannounced).

Monitors instructional and administrative 
requirements.

Provides technical assistance at the classroom and 
program level.

http://www.decal.ga.gov/
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Technical Assistance

Roster Verification Visit

Program Visits

Site Visits

http://www.decal.ga.gov/
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PreK@decal.ga.gov
Pre-K policy questions

1-833-354-HELP or inclusion@decal.ga.gov
Modified day, extended suspension, disenrollment

Panda.Support@decal.ga.gov
Panda login credentials

Panda.Rosters@decal.ga.gov
Teacher and student data entry questions

Addressing duplicate issues

http://www.decal.ga.gov/
mailto:PreKInclusion@decal.ga.gov
mailto:inclusion@decal.ga.gov
mailto:PreKInclusion@decal.ga.gov
mailto:Panda.finance@decal.ga.gov
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Panda.Teachers@decal.ga.gov

Teacher credential and CYE questions

Gapds@decal.ga.gov

Georgia Professional Development System and 
Training Questions

Panda.Recon@decal.ga.gov

Expenditure requirements, reconciliation report

http://www.decal.ga.gov/
mailto:PreKInclusion@decal.ga.gov
mailto:PreKInclusion@decal.ga.gov
mailto:PreKInclusion@decal.ga.gov
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GAPDS Enrollment Questions/Account Assistance
Questions regarding enrolling in the GaPDS or assistance 
with an account should be directed to GaPDS Support at 
gapds@decal.ga.gov or 404-267-2760

Credentials/GaPSC Certification Questions
Questions regarding credentials or assistance with 

teacher certification should be directed to 
gapds@gapsc.com or 
404-334-6461 Metro Atlanta or Out of State 
1-866-258-7737 Georgia except for Metro Atlanta

http://www.decal.ga.gov/
mailto:gadps@decal.ga.gov
mailto:gapds@gapsc.com
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Pre-K Consultant of the Day

404-656-5957

Pre-K Roster Analyst of the Day

404-656-5957

http://www.decal.ga.gov/
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Pre-K New Director Training

Pre-K Basics
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